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Project Support Officer

About Social Finance

We are an ambitious not for profit organisation that partners with governments, service providers, the
voluntary sector and the financial community. Together, we find better ways of tackling social problems in
the UK and globally.

Since we started in 2007, Social Finance has helped to pioneer a series of programmes to improve
outcomes for individuals with complex needs. Our innovations, including the social impact bond model,
have mobilised more than £500 million globally. We have sister organisations in the US, Israel, the
Netherlands and India and a network of partners across the world.

What we do

Our unigue method combines financial analysis, data science, service design, and social issues research.
We focus this expertise on understanding the needs of service users and working with communities to
create new responses to challenging social problems.

We develop models, products and services that are pragmatic and have the scope to drive systemic
change to improve people’s lives. In the UK, we focus on issues such as homelessness, domestic abuse,
mental health, learning difficulties, loneliness and vulnerable children on the edge of the care system. We
also look to improve equity for marginalised communities in social services. Internationally, we design
outcomes-based models for issues such as maternal and neonatal health, education and employment.

Our values
Everyone at Social Finance believes that change for communities is possible. To help us achieve it, we
have three core values that guide everything we do. We are curious, empathetic and pioneering.

The team

IPS Grow is a national programme designed to support the expansion of Individual Placement and Support
(IPS) services in mental health and drug & alcohol teams across England. It is funded by NHS England and
Improvement (NHSE/I), the Department for Work and Pensions (DWP), and Office for Health Improvement
and Disparities (OHID). A core element of the programme is the expert assistance provided by a team of
IPS experts, known as IPS Grow Leads, to support providers to improve their fidelity to the IPS model and
achieve better employment outcomes for their clients. Subject to funding
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award, we are recruiting to a Project Support Officer. This role will provide essential support to enable the
whole team to effectively and efficiently deliver a wide range of provision to IPS services nationally.

The opportunity

We have an exciting opportunity to expand the IPS Grow team, aimed at helping health systems deliver
high quality evidence-based employment practice. We are a well-established service, led by Social
Finance and are funded by NHS England and DWP to support the expansion of IPS services across
mental health and drug and alcohol teams.

We are looking for a Project Support Officer to focus on supporting the IPS Grow team and programme
within the Health + Work team at Social Finance. This role will include providing project and
administrative support to the team to ensure we have real impact. The role will report into the Team
Head for IPS Grow.

Responsibilities
The key requirements of the role are:

Provide project support and coordination of IPS fidelity reviews:

e Support the coordination of IPS fidelity reviews;

e Support with collection and collation of data, helping generate insight and contribution to the
evaluation of our work and of the services we support. This may also include data entry and
contributing to standard reports;

e Provide support of team events and workshops, both internal and with the services we support;

e Provide ad hoc support to other aspects of the team’s project work and take on special projects,
as required.

Provide administrative support to the programme:

e Support the Senior team within IPS Grow, with project planning and monitoring to ensure the
programme remains on track;

e Produce documents such as monthly reports which may require collation of input from multiple
parties and documents and compiling into spreadsheets or presentation slides, in collaboration
with members of the Senior team;

e Provide support for co-ordination of IPS qualification delivery and professional registration;

o Liaise with regional leads, NHS Trusts and IPS providers and other key stakeholders as
required;

e Support the delivery of specific administrative tasks and processes including minuting and
action-log management of meetings and Boards;

o Coordinate diaries, schedule meetings and book rooms with internal and external parties,
including arranging for materials and equipment to be available, as required;

e Support IPS Grow Leads to schedule complex meetings in their regions;

e Monitor team mailbox and act as a first line response for queries;

e Book travel and accommodation, including group bookings (e.g., trains, hotels) for the team;

e Manage expenses generated by travel and meeting bookings on internal systems, accurately
and in a timely manner;
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e Support the team knowledge management hub and operational manual whilst ensuring a clear
document version control and management process in place;

o Provide additional administrative support as required from time to time;

a. Manage the creation of impactful presentations that communicate key messages to
stakeholders.
e Provide support to the wider IPS Grow team

And any other responsibilities commensurate with the job title and role

About you

You will need to show competency, potential or interest in the following areas. You are not expected to
arrive with a full skillset, as you will be supported to develop in the role.

e Shared values: We are looking for people with a passionate belief that anyone
can work with the right support, and a commitment to our values.

e Team work: You are a team player and also have the ability to work
independently, are receptive to feedback and use it to continually improve. You
will be able to effectively represent Social Finance.

e Organisation and reliability: You will be highly organised. You will be able to
manage multiple tasks and requests, prioritising them effectively and ensuring
they are responded to in timely and accurate manner. The team will be able to
rely on you to ensure that meetings are organised, papers are circulated, and
third parties communicated with.

e Proactivity: You will be proactive as well as reactive. You will look for
opportunities to support the team to be more effective and better coordinated. You
will think ahead, helping the team to avoid mistakes. You will generate ideas for
how we can improve our ways of working, becoming more efficient and effective.

e IT and data skills: You will be familiar with core Office software (Word, Excel,
PowerPoint, Outlook) and will have experience managing multiple email accounts.
Ideally, you will be comfortable with spreadsheets and analysing data although
you do not need to have specific expertise in this area. Experience using
SharePoint, MS Teams, Zoom and Slack is desired.

e Communication: You will communicate effectively with the team to set
expectations, adjust to changing priorities, and keep them up to date with your
progress.

e Experience: You will have had prior experience in an administrative support role,
ideally in a national team managing complex programmes or working in primary or
secondary care.

Working at Social Finance

The fixed salary for this position is £30,000 per annum. Working for a mission driven organisation is
more than just what we pay though, it's about our culture, our approach and what else we offer. Read
more about working at Social Finance.
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Equality, diversity and inclusion

We actively encourage applications from under-represented and minoritised groups, including those with
lived experience of the social issues we are working to address. We are an equal opportunities employer
and support a range of flexible working options.

How to apply

Social Finance are using Applied, a platform developed by the Behavioural Insights Team, to record your
application. Applied uses behavioural and data science to improve hiring decisions and minimise
unconscious bias in the recruitment process.

You will be asked to respond to situational based questions which will allow you to express your ability.
Your answer to each question will be viewed in isolation. Please therefore ensure there is enough detail in
that single response, without any references to your other responses. NB: The selection panel will not have
access to your CV, so it is therefore essential that you respond to each question fully.

Apply for this position using this link or by copying and pasting the address below into your browser.
https://app.beapplied.com/apply/a7oif8bgzd

Closing date for applications: Thursday December 5", 2024, at 5pm.

If you would like more information about the role, please email support@ipsgrow.co.uk
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